
[image: image1.jpg]Cultural Services
Gwasanaethau Diwylliannol




PEMBROKESHIRE ARCHIVES AND LOCAL STUDIES

COLLECTIONS MANAGEMENT POLICY
RELATED DOCUMENTS

	Title
	Version number

	PAS 197:2009 Code of Practice for Cultural Collections Management
	

	Collections Care and Conservation Policy
	1.0

	Collections Development Policy
	1.0

	Collections Information Policy
	1.0

	Digital Preservation Policy
	1.0

	Digitisation Policy
	1.0

	Exhibition and Display Policy
	1.0

	Loans Policy
	1.0

	Media Policy
	1.0

	Public Access Policy
	1.0

	Reprography Policy
	1.0

	Security Policy
	1.0


DOCUMENT REVISION HISTORY

	Version number
	Comments / changes made
	Author
	Date of issue / completion
	Status
	Future actions

	1.0
	New policy
	Claire Orr
	March 2015
	Approved
	Review date set for March 2020

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Contents
	Section
	Page

	i) Contents
	1

	1. The service: statutory and legal status
	2

	2. Mission statement
	2

	3. Policy aims
	2

	4. Inter-relationship of collections management
	3

	5. Operational framework to collections management
	3

	6. Operational standards, recommendations and guidance
	3

	7. Practices covered by the collections management framework
	4

	8. Scrutiny
	4

	9. Policy review
	4

	10. Appendix: Supporting collections management policies, plans and procedures
	5


Pembrokeshire Archives and Local Studies:
Collections Management Policy
1. The service: statutory and legal status
1.1 Pembrokeshire Archives and Local Studies is a Welsh unitary local authority archive and local studies service.  Its parent authority is Pembrokeshire County Council.
1.2 Initially the archive service was created as Pembrokeshire Record Office by a minute of the Records Committee meeting, a committee convened during the tenure of the first Pembrokeshire County Council, in January 1963.
1.3 In March 2013 the service moved to a new fit-for-purpose building in the county town and was renamed Pembrokeshire Archives.
1.4 On 1st October 2014 following a departmental restructure the former Local Studies Library Service was amalgamated with the Archive Service to form Pembrokeshire Archives and Local Studies.
1.5 In March 2014 an inspection was carried out by The National Archives resulting in the service being recognised as an approved Place of Deposit for public records under the terms of the Public Records Act of 1958.

1.6 It is an official repository for manorial and tithe records.

1.7 It is recognised by the Church in Wales as a repository for parochial church records.
1.8 In 2013 The National Archives introduced the Archive Service Accreditation Standard, a broad ranging, far reaching process designed to assess the service against specific areas and which each service recognised as an approved Place of Deposit must achieve.
2. Mission statement

2.1 To provide responsible access to the county’s rich and often unique archival heritage.

2.2 To ensure that it is preserved, conserved and maintained to the highest standards, guidelines and best practice.

2.3 To take active steps to engage with people of all ages and backgrounds.

2.4 To maximise the collections’ potential to inspire, illuminate and connect people.

3. Policy aims

3.1 To make clear the strong inter-relationship between all areas of collections management from document accessioning through care to disposal or de-accessioning and public access.
3.2 To define the framework within which all collections management processes and procedures operate.
4. Inter-relationship of collections management

4.1 Pembrokeshire Archives and Local Studies formally recognises that in order to provide the best possible management to the collections held within its care a unified and co-ordinated approach is required. 
4.2 In addition, the service acknowledges that short- and long-term public access to, and thus enjoyment of, the archives creates tension between archival preservation and archival accessibility.  In order to overcome these tensions and to mitigate the effects of physical access to the archives, the service has developed a series of inter-related policies, plans and procedures under the various headings of collections development; collections information; collections care and conservation.  These have been created in line with the recommended approach found in PAS 197: 2009 Code of Practice for Cultural Collections Management.  The series of policies and plans created is listed as an appendix to this document.

4.3 When taken as a whole the suite of management practices provides a robust and practical approach to collections management and is designed to ensure that the goals of the mission statement are achieved.
5. Operational framework to collections management

5.1 Collections management is the responsibility of each and every member of staff.  However, under the direction of the Archives Manager, particular responsibility is vested in the Collections Management team.  It is the role of the Trainee Conservator to ensure that best practice is adhered to and that any new developments in collection management are brought to the attention of the Archives Manager for discussion, review and incorporation, where relevant, in any future revisions of the Collections Management Policy.
5.2 The suite of management practices is made available to all members of staff and is bought to the attention of all new staff members as part of their local induction process.
5.3 In addition, the procedures required to maintain care of the collections are located in the staff manual for reference.

5.4 Staff training on collections care takes place during regular staff meetings as required.
5.5 The service works as a team across all areas of collection management to ensure alignment of activities.

6. Operational standards, recommendations and guidance

6.1 PD5454: 2012 Guide for the Storage and Exhibition of Archival Materials
6.2 PD0024: 2001 Archival Documents – Guide to the interpretation of BS5454: 2000 – Storage and exhibition of archival documents
6.3 PAS 198: 2012 Specification for Managing Environmental Conditions for Cultural Collections
6.4 PAS 197: 2009 Code of Practice for Cultural Collections Management
6.5 BS4971: 2002 Repair and Allied Processes for the Conservation of Documents
6.6 BS1153: 1992 Recommendations for Processing and Storage of Silver-gelatin-type Microfilm 
6.7 BS 5699-1: 1979 / ISO 4331: 1977 Processed photographic film for archival records – part 1: specifications for sliver-gelatin type on cellulose ester base 
6.8 BS 5699-1: 1979 / ISO 4331: 1977 Processed photographic film for archival records – part 2: specifications for sliver-gelatin type on poly(ethylene terephthalate) base
6.9 Public Services Quality Group Standard for Access to Archives
6.10 International Standard of Archival Description (General) – ISAD(G)
7. Practices covered by the collections management framework
7.1 Accessioning and cataloguing of archival material
7.2 Digitisation, document surrogacy and document reprography
7.3 Document handling and packaging
7.4 Conservation including passive and active conservation intervention
7.5 Integrated pest management and environmental monitoring
7.6 Emergency and business continuity planning
7.7 Document loans, display and exhibition
8. Scrutiny

8.1 It is intended that this policy will be open for viewing and comment

9. Policy review

9.1 From date of adoption this policy will be reviewed every five years or sooner if any major changes occur in service delivery that will have an appreciable effect on its contents.
Appendix: Series of Collections Management Policies and Supporting Plans
1. Collections Development
· Collections development policy
· Collections development plan

· Collections development procedures

2. Collections Information
· Collections information policy

· Collections information plan

· Collections information procedures

3. Collections Care and Conservation
· Collections care and conservation policy
· Collections care and conservation plan
· Collections care and conservation procedures
· Emergency plan and business continuity
· Digital preservation policy
4. Collections Access
· Public access policy

· Collections access plan
· Community engagement, outreach and promotion policy
· Social media policy

· Quality service charter
· Loan policy

· Exhibition and display policy

· Media policy

· Reprography policy

· Digitisation policy
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